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Reports

e This tutorial is for SAMS users who have, at
least, a basic understanding of its functions

— If you do not, please review the SAMS General
Overview

* This tutorial is meant to give you an
understanding of using Reports within SAMS



Reports

Starting

[!l}”ﬂ Social Assistance Management System

‘Eile Edit Wiew Tools Window Help /\

‘@ CorsUmers | 72| Rosters | @Routess (& Reports | ?Cor

* Creating or running a report within SAMS is
easy to do with just a few steps

e Let’s start here by clicking on Reports (circled)
from the main menu in SAMS
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Reports

& veports [BIx]
I ¥ Close Reports | [} New Report | @ Open Report Definition. 2% Delete Repart Definition | %Find 7 Filter Vx Clear Filters

Categary Consumer - Reports

A

e Upon clicking Reports, a
window similar to this will

Consumer Goal Repart A report showing... SAMS Report
S O W u p Consumet Listing Report A report of all co... SAMS Report

Consumer Maling Label Repart Awvery 5160 Labe... SAMS Report
Consurnet Provider Washoe
Consumer Service Order Repart & report of servi,.. SAMS Report

. T h e C O n te n t S m a C h a n e Elder abuse Statewide by Category & County EPS ONLY EARS REPORT #1
Elder Abuse Statewide by Gender and County EPS ONLY EARS REPORT #3
Potential Duplicate Consumer Listing Report A report of poke...  SAMS Report
PROMPT oT

Service Delivery Agency Association
Service Program Privilege Repart

as your administrator may
add new reports to the
me n US - = Report Definitions

 Take a look at the icons on
the left
— Each one denotes a

different category of
reports
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Reports

Categories

* Report categories include
— Assessments
— Consumers
— Services
— Contracts
— Care Plans
— Billing
— Actions
— Administrative
* Most reports will be in the
Consumer category

— The consumer category
automatically opens when you
open Reports

9/7/2007

& veports [BIx]
I ¥ Close Reports | [} New Report | @ Open Report Definition. 2% Delete Repart Definition | %Find 7 Filter Vx Clear Filters

Categary Consumer - Reports

A

Mmers

A report showing... SAMS Report
A report of all co... SAMS Report
Awvery 5160 Labe... SAMS Report

Consumer Goal Repart
Consurmer Listing Repart
Consumer Maling Label Repart
Consurnet Provider Washoe
Consumer Service Order Repart
Elder abuse Statewide by Category & County EPS ONLY
Elder Abuse Statewide by Gender and County EPS ONLY

& report of servi,.. SAMS Report
EARS REPORT #1
EARS REPORT #3
Potential Duplicate Consumer Listing Report A report of poke...  SAMS Report
PROMPT oT

Service Delivery Agency Association

Service Program Privilege Repart

TEMP CEC SW Report
test

Contracts

5

Care Plans
Report Definitions

Biling
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Reports

Canned or not Canned

ﬁ Reports

e Let’s take a closer look at
the reports listed here —r

Assessments

onsurmer Goal Report A& report showing. § SAMS Report
— I O u O O a t t e Consumer Listing Repork & report of all co.. | SAMS Report
Consumer Maling Label Repart Awvery 5160 Labe, § SAMS Report

Consumet Provider Washoe
Consumer Service Order Repart & report of servi,, § SAMS Report
Elder abuse Statewide by Category & County EPS ONLY EARS REPORT #1

comments column
(arrowed), you see some
reports have different
entries
* All reports that state “SAMS
Report” are canned.

Meaning those reports were
created by Synergy

* All reports that have
anything else or nothing
have been created by your
SAMS administrator

Elder Abuse Statewide by Gender and County EPS ONLY EARS REPORT #3
Potential Duplicate Consumer Listing Report A report of pote. . § SAMS Report
PROMPT oT
Service Delivery Agency Association

Service Program Privilege Repart

TEMP CEC SW Report

test

Report Definitions
Commer ts

9/7/2007 State of Nevada, Division for Aging 6



Reports

Opening a Report

& D Mews Report f

vonsumer  Reports
Report Title Description
Advocate For Elders - Active Consumers

V4 o
* Let’s open the “Consumer
: : ” Conmmer GalRegatt B epart showing... SAS Regort
LI St I n g Re p O rt .' Consumer Ma\l\lng Label Report: Avery 516’; Labe... SAMS Report

Consurnet Provider Washoe

Open Report Definition % Delete Report Definition ‘ '@: Find SF Filter Vx Clear Filters

Consumer Service Order Report A report of servi,,, SAMS Report
- - - Elder Abuse Statewide by Category & County EPS OMLY EARSREPORT #1
Elder Abuse Statewide by Gender and County EPS OMLY EARS REPORT #3
— T h I S r e O rt I S V e r V e rS a t I I e Potential Duplicate Consumer Listing Report A report of pote,,.  SAMS Report
PROMPT DT

Service Delivery Agency Association
Service Program Privilege Report
TEMP CEC SW Report

* Highlight the report and

click on New Report

Consumers that are Active/,., 11-2-2006 By Louis Mednick
= Consumets Yeteran Lisk By! Louis Mednick.  11-2-2006
1L Dan Atest A test

e
DAS CBC Carson OnGoing Uy Cnly Clients with ongoing as Care Enrollment status
‘ I r‘ e DAS CBC Carson 'WERARC Guy Test
DS CBC Elko OnGoing

DaAS CBC Reno

DAS CBC Wwail List Monthly Wait List... Guy
Individual Social Worker Gy SW Clients for CHIP, MRS, State, WEARC
Reno Homemaker Clients _I

— “Open Report Definition”
will be discussed later on

9/7/2007 State of Nevada, Division for Aging 7



Reports

Configuration/Filtering/Settings

gé' Untitled - SAMS Consumer Listing Report

. Certain fields are not needed if you are not saving a report

deﬁnition(ﬁe|d5 Cirded) Untitled - SAMS Concioror Listing oot
H Report Title Title -
- Re po rt Tltle Comments Comments on this report Definition —
Mooy Report Descripkion
— Comments o Report
. . hoose Columns For Consuner Al J
- DESC ri pt 10N Choose Colurnns For Consumer Group LAl
Print: Parameters Mo
° Re po rt CO nf| g u rat| on Print Locations {Mone)
iGroup By Mo Grouping
— H 1 H Group Per Page Mo
Within the sections below, you can create a very o .
complex report to show what you want prrt Conuner Detals res
Isplay are cnrolimen eLals 0
Display Care Enrollment Count Mo
* Choose Columns for Consumer e o e o)
. lud
— Allows you to pick and choose what o (Repor roade X
Subtitle

columns you want to appear in the report

Report Comments
= Care Enrollment

* Choose Columns for Consumer Group is meant Cars Program (A
. Level of Care CAmyd
for use with Consumers Groups. service Program )
. ) Enrollment Status Ay} E—
— Most users will leave this be Status Reason {Any)
. . . Enrollment Start Date {on or after)
— These parameters continue on and are quite detailed Envollment Start Date (on or before)
Enrollment End Date {on or after)
— We will create a fairly simple report today. Enm::men:ndfa:? (030;'39““3) -
nralimen ppication Late (on ar arter
H H Enrollment Application Date {on or before)
* | strongly suggest you try an experiment with o
va rlo us Sett| ngs Enrollment Status Date (on or before)

Enrallment Received Data (on or after)
Enrollment Received Date {on or before)
Enrollment Termination Date {on or afker)
Enrallment Termination Date {on or befare)
Care Providers j

9/7/2007 State of Nevada, Division for Aging 8



Reports

* This report | have setup is
qguite simple
— The Report will return all
consumers that are in CHIP

with a Care Enroliment
Status of Active

* After you have setup your
report
— Click on Print Preview

(circled) to see how it will
look

B4 Untitled - SAMS Consumer Listing Report

I X Close Report: | Save Report  [§8 Save and Close Report  Save Report As ... | W Clear All Filc

Untitled - SAMS Consumer Listing Report

Report Title
Comments
Description

= Report

Choose Colurnns For Consurner
Choose Colurns For Consumer Group
Print Parameters

Print Lacations

aroup By

iaroup Per Page

Sort By

Print Consurner Details

Display Care Enroliment Details
Display Care Enroliment Count
Display User Fields

Include Consumer Groups

= Report Header

Subtitle
Report Comments

= Care Enrollment

Care Program

Level of Care

Service Program

Enrollment Status

Status Reason

Enrallment Start Date {on or after)
Enroliment Start Date {on or before)
Enroliment End Date (on or after)
Enroliment End Date (on or before)
Enrollment Application Date {on or after)
Enrollment Application Date {on or before)
Enrollment Status Date {on or after)
Enrolment Status Date {on or before)
Enroliment Received Date (on ar after)
Enrolment Received Date (on or before)
Enrollment Termination Date {on or after)
Enrollment Termination Date {on or before)

[ER Care Providers

9/7/2007 State of Nevada, Division f

or

Default Agency

Primary Care Managers

Care Manager

Consumer Fund Identifier

Fund Effective Date {on)

Fund Effective Date (though)

Fund Start Date {on ar after)

Fund Start Date (on or befare)

Fund Identifier End Date (on ar after)

Fund Identifier End Date {on or before)

Default Provider

Consumer Pravider

Provider EFfective Date (on)

Privider FFPertive Nate (Hhroonbd
Aging

Title
Camments on this report Definition
Repart Description

(5 Items)
(Al

Mo

{Mone)
Care Enrollment Status
‘fes

Last Name
fes

Mo

Mo

{Mone)
‘fes

This is the subtitle
These are header comments

Cammunity Home Based Initiatives Program
(Any)
(Any)
Active
(any)

(any)
(any)
(Any)
(Any)

(Any)
()




Reports

Preview

* This preview can be
viewed in different
sizes
— Meaning if what you're

looking at is too small,
you can zoom in

* This does not affect or
change what is printed,
only what you see

=
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Preview Controls

St

FPage ‘wfidth
YWhole Page

Presiew I

SAMS ing Report

01,03/1914

0%,/07/2007

Renao

01/15/1908

Laz Wegas

01,/19/1929

Laz Wegas

Renao

02,011 940

Laz Wegas

E
E
M
Foooj2zf1913
F
M

0z,07/1926

like to zoom the report to

Pabrmnp

ety > =N "Eystalege

-

By clicking on this dropped down box (arrowed), you can select what size you would

You can thumb through the pages of your report by clicking on the arrows or entering
in the page number you would like to jump to (circled)

If you need to find some text or a person’s name, clicking on the binoculars (squared)
will allow you to search the report for a specific text item

The blue arrow denotes the report’s Export feature

1.  Here you can export in various formats, including Adobe PDF, MS Excel and MS

Word

9/7/2007 State of

MNevada, Division for Aging



Reports

Refresh Changes

ztup | &F‘rint Fresview @ Stop Preview\| %7 Refresh Report %
~N~—

e At times, you will Preview your report, to find out
that the results that came back from SAMS
wasn’t what you were looking for

 SAMS allows you to make changes to the report
and then “Refresh” the report to reflect the
changes you just made
— Go ahead and make a change to the report
* Change the Care Program

— Now, click on Refresh Report (circled)
* The updated report with new information will be displayed

9/7/2007 State of Nevada, Division for Aging 12



Reports

Printing

ikers \ & Prink Report  [Jf] Printer Setup | [ &), Prink Preview [ Stop Preview | 4% Refresh Report @8 Export Repart.

If you are satisfied with the previewed report,
you will now be able to print the report.

To do this, click on Print Report (circled)

This can take several second to a minute to
respond since you are asking a remote server in

Vermont to print here in Nevada. Please have
patience

A window will pop up asking you to verify your
printer. Click on OK to proceed to print.



Reports

Save

‘ ¥ Close Report | Save Report E%f Save and Close Report  Sawve Report As ... | ?X Clear

Untitled - SAMS Consumer Listing Report

* |n some reports, you may have made many
configurations and you will run this report every
month. If this is the case, you should save this
report definition

— Report Definition: A configured report “template” that
can be re-called and ran/printed at the users request

* Save Report & Save and Close Report uses those
fields we discussed on page 8 (Title, etc...)
— Name your report (give it a title) and then Save it

9/7/2007 State of Nevada, Division for Aging 14



Reports

Definitions

* You may remember this figure to

the right. | stated that | would cover

Report Definitions

9/7/2007

As you see, the definitions portion

(circled) is quite large

Only save your definition if you will

be using it on a Monthly basis or
more than that!

e Ifit only takes 20 seconds to create
your report, please do not save your

definition

— SAMS has a limited amount of space

for report definitions
Definitions, like consumers, does

have a filter and find option so you

can quickly identify your report
and/or definition

8o M=
v Repor en Report Definitio lete Report: Definition i ilter lear Filers

Consumer - Reports
@ epor

owing. . SAMSR eport
£ &l SAMS Repor!

& report of all co... epo
Avery 5160 Labe, SAMS Report t

nSU ice A report of servi,,, SAMS Report
Elder Ah St tewide by Category & County EPS OMLY EARSREPCORT #1
Elder Abuse Statewide by Gender and County EPS OMLY EARS REPORT #3
Potential Duplicate Consumer Listing Report A report of pote,,.  SAMS Report
PROMPT DT
Service Delivery Agency Association
Service Program Privilege Report
TEMP CEC SW Report

an A best
DAS CBC Carson OnGoing GEuy

Cnly Clients with ongoing as Care Enrollment status
Guy Test

Monthly Wit List...
(=T

Guy
SW Clients for CHIP, NRS, State, WEARC
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Reports

Definition Editing

Report Title Description
Advocate For Elders - Active Consumers
Agency Privieges Report

L o L o L Consumer Goal Report A report showing, .. SAMS Report
‘ I I I I l IO I I’ Ig Ig l I ‘ * Consumer Mailing Label Repart Avery 5160 Labe, ., SA4MS Report

* To edit and/or modify a ~

Consurnet Provider Washoe

Consumer Service Order Report A report of servi,,, SAMS Report
° ° ° Elder Abuse Statewide by Category & County EPS OMLY EARSREPORT #1
Elder Abuse Statewide by Gender and County EPS OMLY EARS REPORT #3
f I n I t I n r r W n Potential Duplicate Consumer Listing Report A report of pote,,.  SAMS Report
PROMPT DT
Service Delivery Agency Association

Service Program Privilege Report
TEMP CEC SW Report

then click on “Open

Report Definitions

L] L] L]
12 5
e O r e I I I O gl . e . . ;
9 Consumers that are Active/,., 11-2-2006 By Louis Mednick

=] Consumers Yeteran List By: Louis Mednick.  11-2-2006
Dan A best A best
DAS CBC Carson OnGoing Uy Cnly Clients with ongoing as Care Enrollment status
DAS CBC Carson 'WERARC Guy Test

— This will open up the o EEEE
definition and allow you e ———— -
to edit it, just as you did
on page 8-9

=
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Reports

* |f you feel that a report is not suitable for your
needs and you need a custom report. Please look
at other reports and report categories. If you still
cannot find a suitable report for your unit and
needs, contact your SAMS administrator.

— Please be patient as report generation/creation is
time consuming.

— Your SAMS administrator will also review the existing
reports for one that you may have over looked or
wasn’t configured appropriately.




Reports

Last Page

You now have created a Report
Previewed your Report within SAMS
Made changes and Refreshed the Report
Printed the Report

Saved a SAMS Report Definition

If you have any questions or would like something
explained in greater detail, please contact your
SAMS administrator for addition tutorials or
instruction.



